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JOB DSSCRUTIOBS - OEfoSRAl SoT-TORT fflCT 


2? Ma*jh 2^52 


As an Administrative dffioer in the General Support Unit of 
the Atountst native Staff ( Special) I undertake the study aad prepara- 
tion of coordinated resolutions of covert administrative problems whiah 
have boo . referred to the A5(S) or are natters of internal AS(S) concern. 
I receive work assignments either by oral direction fro® the Chief of 
the General Support Unit or tite Chief of the Administrative Staff 
( Special) , or in writing in the tors of aeraoranda which are referred to> 
the Administrative Staff (Special) for study. I analyse the problem 
involved in the articular as3i>ui»0nt, outline a proposed method of 
attack, review existing material pertinent to the problem, familaiise 
myself with Agency and other regulatory material bearing on the problem. 
Interview with hotel T»lioyM#akiJv; and mtatnistrative officials of the 
Agency who are ->r may be cones mod with the problem midar study, and 
finally prepare an appropriate written document. It map take the form 
af recorsmadation for the publication of aa Agency notice or revision 
,o]T Agency regulatory material. It nay take the fern of a rocasaandaUon 
for further study by some other unit of the Agency. It may be policy, 

. procedure or adninistrative standard in nature. It nay provide the 
/Cl diroci basis for ..policy making at tiio levels of the Ai>QA(s), UD/A and 
occasionally the DCI. Easeommendatiens are usually adopted as Agency 
policy or procedure, with occasional spdi.fiea.tion. Sensitivity of the 
normal functions and material frequently require* the invention and 
creation of procedures for which there is no direct procodent in govern- 
- mdnt. Inasmuch as ray wort?; is problem-solving or creative in nature, 

. there is little or no written material which I can use in guiding ay 
while with possibly the single exception of the Agency directive on the 
preparation of staff studies. 

Supervision and guidance received varies with the subject 
under study at any particular tiwe. All wortc assignments are at the 
direction or with the concurranee of the Chief of the General Support 
TJrtLt or the Chief, Actoirlstrativo Stqff (Special)# A g-onerml method 
of attack may bs directed by those supervisors or they may merely con- 
cur in or approve of a method of attack lecorssended by ne# They may 
make suggestions as to individuals to interview st sources to explore 
N in studying the problem but I m given and allowed considerable discre- 
tion in saaklng such detcminatl oas and in developing and exploring 
other contacts and sources. I m. expected to wortc with a high degree 
of independence and my direction is »>rs of the nature of advice and 
guidance sought by me than directed by ay supervisors. I report to my 
supervisor* as progress seems to warrant or as requested. I may dis- 
cuss with their, additional problems encountered in information learned 
through exploration of the original problem# I prepare site submit com- 
pleted staff studies to the Chief of the General Support nit and the 
Chief, Administrative Staff (Special) for editing, cmmwsnt and criticism. 
After thorough discussion sal exchange of ideas, I prepare a final draft 
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for required action 1 y the AD0A{ s) t w/t or annuity* I work 

with all regulations in the Agency,. reooisiReaiing changes which appear 
necessary or desirable* I deters dne that which is within regulations, 
where they read change, and refer recotaendefci ons for change to the 
argasil ration a ad Kathode Sendee for tlteir follow-up action. I also 
have occasion to use f oreign Sendee llBgulations, and Public Law, 

intermediate action following initial instructions is nearly 
always on ay own initiative# frequently trie creation of a new policy 
or procedure is necessary requiring initiative, judgment and originality 
for sedution* Th» best course of action is nearly always left to fty 
discretion although often discussed with sarj supervisors before proceeding. 

In the course of ay work 1 a» required to licet and. discuss 
problems with Senior Administrative offi ci als of the covert offices and 
the support staff* as well as the adfclai o trail ve personnel of tie o;x ra- 
ting divisions* often ia the course of studies on procedure! psotilmm 
I aas required to work with ad.lnifitrsitivt perooiascl of all levels and. 
fardHarlse wysolf with the technical aspects of the functions they 
perfona* 

I work lrwtapendontly m a member of ad hoc comities® and as 
a member of a temporary sorting; group or task force argee f&od to attack 
a prebU® of concern to ooze than ©a© segment of the Agency, While 
working with such groups, I a® expected to represent the position of 
the AS{ S) without deferring ecrasat or decision lor later detemlnatloa 
by ay superiors. Si this connection, of course, I must assure ay-self 
that I «a properly briefed and properly cognisant of the position which 
the staff mrnwm* I recnasaaad, but do ant Istarelao, tii: format of tbs 
particular study presentation or tso individual or organisational unit 
to which it is directed or addressed. 
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